
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to provide feedback 

regarding [specific subject or project].  

Firstly, I want to acknowledge [positive aspect or achievement]. This has 

significantly contributed to [outcome or goal].  

However, I believe there are areas that could be improved. In particular, 

[specific issue or concern]. I suggest [recommendations or solutions].  

I appreciate your hard work and am confident that with some adjustments, 

we can achieve even greater results. Please feel free to reach out if you 

would like to discuss this further.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position] 


